Initial Report Last Madified: 0411812018

1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation of the records management program? (36 CFR 1220.34(a))

1 o Yes —— 3 1 100%

) * No [ 0%

a 3 Do notknaw [} 0%
Total 1

2. Please provide the person’s name, position title, and office.

Maurica King. Department of the Navy Records Officer, D of the y/AsSi for s ion Directives and Records Management Division
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1 X 5 or mare years ] 0%
2 X o4 years o 0%
3 X 1io2years —_—— 1 1 100%
4 ¥ Lessthan a year [} %
= Total 1 R

4. Does your agency have a Senior Agency Official for Records Management (SAORM)? (If you are a component of a department, you may answer “Yes,” even if this is not

being done at the component level.)

T P_EB— KTy - e
1 X Yes

2 X No
3 X Do notknow

-2 o
a
*

Total

5. Does your Agency Records Officer meet regularly (four or more times a year) with the SAORM to discuss the agency records management program's goals?

e .y‘,-E: ]ET.XJ' 7, 4T S = :~ I ¥ ST !.F x f_i‘_"m ._--I O r L ._":A-\y_ L_‘___._ ._ X .W T =~ = a
1 X Yeos P——— 1
2 X Ne o
3 X Do notknow [ 0%
Total . -
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X Yes - o o

X No
X Do notknow

A won

X Notapplicable, my agency doas notuse the General Schedule (GS) job classification
Total 1

7. Does your agency have a network of designated employees within each program and administrative area who are assigned records management responsibilities? These
individuals are often called Records Liaison Officers (RLOs), though their titles may vary. (36 CFR 1220.34(d))

o Avewer
1 o Yes
 No

3 Da notknow

+ Notapplicable, ageacy has lass than 100 employees

n s @ N

+ Notapplicable. Departmental Records Officer - this is done at the component [evel
Total 1




8. Of the following, please select the one that best describes your records management staff. This includes only those specifically assigned to the records management
program.

1 X All records staff are agency

0%
2 X All records management staff are contractors a 0%
3 X Records management staff includes both agency personnel and contraciors _—— ] 1 100%
Total 1

9. How many FTE agency personnel (non-contractors) are specifically assigned records management responsibilities? (These are individuals directly responsible for records
management program implementation, not contacts within mission areas with minimal records management duties.)* ‘For Department Records Officers, please include only the
staff at the Department level, not agency components, as component agency records officers will be answering for their agencies.

2

3

4 x10-20 [} 0%
| 5§ XMoretan20 o 0%

6 X Do notknow 0 0%
L 4 X Notavallable 0 0%
] % Notappli alf racords staffare 0 0%
| Total 1

10. If your agency uses contractors, how many contractor FTE are specifically assigned records management responsibilities? (These are individuals directly responsible for
records management program implementation, not general contacts within mission areas with minimal records management duties.)* *For Department Records Officers,
please include only the staff at the Department level, not agency components, as component agency records officers will be answering for their agencies.

1 X <1 [ 0%
2 X1 (4 0%
3 X2-w [ TEE——— 1 100%
4 X10-20 0 0%
5 X More than 20 o 0%
& X Donotknow [ 0%
7 ¥ Notavailable ¢ 0%
[} X Not applicable, all records management staff are agency personnel 0 0%

Total 1

11. Does your agency have a documented and approved records management directive(s)? (36 CER 1220.34(c))

6 A DR o (s I D AT IR ) £ 5 2 6ar o G S aINS R ; R A RS S
1 v Yes [ ———————— 1 100%
2 +" No.pending final approval ] %
3 +" No, under development o 0%
4 % No [ 0%
L] X Do notknow [ 0%
Total 1

1 f FY2017-present [F————————— | 1 100%

|z o' FY2015-2016 o 0%
| 3 gFra013-2014 o 0%
4 ¥ FY 2012 or earlier [} 0%
5 ¥ Do natknow 0 0%
1) X Notapplicabla, agency does not have a racords managemant directive ] 0%

Total 1




13. Does your agency have internal records management training®, based on agency policies and directives, for employees assigned records management responsibilities?

{36 CFR 1220.34{f)) ‘'Includes NARA’s records management training workshops that were customized specifically for your agency or use of an agency-customized version of
the Federal Records Officer Network (FRON) RM 101 course.

B e e e
1 o Yes
3 No

+/ No. panding final approval

2 0
E 0
4 « No, under development 0 0%
5 ¥ Do notknow 0
L] o

+ Notapplicable. please explain
Tatal 1

e e it e e e e e — — - - = ]

14. Has your agency developed mandatory internal, staff-wide, formal training*, based on agency policy and directives, covering records in all formats, including electronic
communications such as email, text messages, chat, or other messaging platforms or apps, such as social media or mobile device applications, which helps agency employees

and contractors fulfill their recordkeeping responsibilities?** (36 CFR 1220.34(f)} *Includes NARA's records management training workshops that were customized specifically
for your agency or use of an agency-customized version of the Federal Records Officer Network (FRON) RM 101 course. **Components of departmental agencies may answer
“Yes” if this is handled by the department. Department Records Officers may answer “Yes" if this is handled at the component level.

: T L,‘,.":m_._ : -ﬁ......_;_' : E > e -_ A ATk Tl _" E Bar "‘""‘"'l_ ¥ "'"’_: 5 T !‘Wﬁ‘:—- o —'[____W'&';H_” __'I
1 V Yes _——— 1 100%
2 ¥ No o 0%
3 «f No. pending final approval o 0%
| ' + No, under development o %
| 5 ‘3¢ Do notknow o 0%
| Total 1

15. Does your agency require that all senior and appointed officials, including those incoming and newly promoted, receive training on the importance of appropriately
managing records under their immediate control? {36 CFR 1220.34(f)}

1 \/ Yos —_————— 1 100%

2 X No [ 0%

3 3 Do notknow L] %
Total 1

N O A R e R O T B S e
1 X Yes I—— 1 100%
z X No 0 0%
3 ¥ No. pending final approval o %
4 X No, under development [} 0%
| ] X Do not know [ 0%
| Total 1

17. Please add any additional comments about your agency for Section I: Activities. (Optional)

18. In addition to your agency’s established records management policies and records schedules, has your agency’s records management program developed and
Implemented internal controls to ensure that all eligible, permanent agency records in all media are transferred to NARA according to approved records schedules? (36 CFR

1222.26(e)) ** These controls must be internal to your agency. Reliance on information from external agencies (e.g., NARA's Federal Records Centers) or other organizations

should not be considered when responding to this question. * Examples of records management internal controls include but are not limited to: e  Regular briefings and

other meetings with records creators s Monitoring and testing of file plans »  Regular review of records inventories ¢ Internal tracking database of permanent record
authorities and dates

1

 No o
" No, pending final approval o 0% 1

+ No, under devetopment o

3¢ Do notknow 1]

1

Tatal




19. In addition to your agency’s established policies and records schedules, has your agency developed and implemented internal controls to ensure that Federal records are
not destroyed before the end of their retention period? (36 CFR 1222.26(e)) ** These controls must be internal to your agency. Reliance on information from external agencies
(e.g., NARA’s Federal Records Centers) or other organizations should not be considered when responding to this question. * Examples of records management internal

controls include but are not limited to: e  Regular review of records inventories «  Approval process for disposal notices from off-site storage ¢  Require certificates of
destruction ¢ Monitoring shredding services «  Performance testing for email s Monitoring and testing of file plans »  Pre-authorization from records management
program before records are destroyed »  Ad hoc monitoring of trash and recycle bins ¢ Notification from facilities staff when large trash bins or removal of boxes are
requested »  Annual records clean-out activities sponsored and monitored by records management staff

1 V Yes — 1 100%
2 ¥ No 0 0%
| 3 + No. pending final approval o 0%
4  No, under development o 0%
5 3 Do nolknow ] 0%
Total 1

20. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program to ensure that it is efficient, effective, and compliant with all
applicable records management laws and regulations? ** For this question, your agency’s records management program, or a major component of the program (e.g., vital

records identification and management, the records disposition process, records management training, or the management of your agency’s electronic records), must be the
primary focus of the inspection/audit/review.

I RS L o - i N A R N s m e e L mespome L m
1  Yeos, evaluations are canducted by the Records Management Program L] 0%
2 ¢/ Yes, evaluations are conduciad by the Office of Inspecior General [ 0%
3/ Yes evaluations are conducted by the Records Management Pragram AND the Office of Inspector General | el —————" 1 100%
4/ Yes, evaluations are conducted by: o 0%
5 X No. please explan ] 0%
& 3 Donotknow 0 0%
Total 1
Yewevakmemwecondustegbyl S Tl D S 00 e e e I ARSI N o R e B D e 2 T
l
21. How often is your records management program, or 2 major component of your program, evaluated for compliance with agency records management policies and
procedures?
1 + Annually 100%
2 + Bl-annually 0%
3 + Once every 3 years 0%
4 Adhoc 0%
5 X Do notknow 0%
7 ¥ Notapplicable, agency doas not evaluale iis records management program 0%

Total

22. Was a formal written report prepared as part of the most recent inspection/audit/review?
(STES [Arens D S G Do D R MBS Py I TS S Y\ IO SN T A IS O i 0 U ) S PR R o e I M

1o Xves B I 1
X No ] 0%
o
]

2

3 X Do notknow

5 ¥ Notapplicable. agency does not evaluats Its records management program
Total

23. Do your agency’s evaluation procedures include creating plans of corrective action that are monitored for implementation?

|

R R S e R TR 3 o T e R R e BT o I W RS e L Repome %

[ xes 1 100%
2 XNo 0 0%
| ¥ Do notknow o 0%
4 ¥ Notapplicable, agency does not evaluale ils records management program a 0%

Total




24. Has your agency established performance goals for its records management program? *Examples of performance goals include but are not limited to: e  Identifying
and scheduling all paper and non-electronic records by the end of FY 2017 ¢ Developing computer-based records management training modules by the end of FY 2017 e

Planning and piloting an electronic records management solution for email by the end of FY 2018 ¢ Updating records management policies by the end of the year
s Conducting records management evaluations of at least one program area each quarter

ey Aty S o = P R S PR PRy “Responsa | e
1 o Yes t 100%
2 X No 0 0%
3 &' Cumently under developmant 0 0%
4 3 Do notknow 0 0%
5 « Pending final approval [] 0%
Toul ] i, ] 1

25. Has your agency’s records management program identified performance measures for records management activities such as training, records scheduling, permanent
records transfers, etc.? *Examples of perforrance measures include but are not limited to: s  Percentage of agency employees that receive records management training in
ayears A reduction in the volume of inactive records stored in office space «  Percentage of eligible permanent records transferred to NARA in a year ¢ Percentage of

records scheduled «  Percentage of offices evaluated/inspected for records management compliance »  Percentage of email management auto-classification rates o
Development of new records management training modules »  Audits of internal systems ¢  Annual updates of file plans »  Performance testing for email applications to

ensure records are captured ¢ Percentage of records successfully retrieved by Agency FOIA Officer in response to FOIA requests

ViR el R R e e R e R A R e R O s
1 o Yos e 1 100%

2 % No 0 0%

3 ' Cumently under development 0 0%

4 ¢ Do not know 0 0%

5 ' Pending final approval 0 0%

Total ] - ;

Does your agency’s records management program have documented and approved policies and procedures that instruct staff on how your agency’s permanent records
in all formats must be managed and stored? (36 CFR 1222.34(e))

™D 1!:.._: T N .a." : ; __‘ V) ZA R Iy o __'__; = - ':IT?.:T) } % “
1 o Yes 1 100%
2 X No [ 0%
3 +' No, pending final approval o %
4 + No, under davelopment o %
5 3 Oo not know o %
[ Tolal- 3 1

27. Is your agency subject to laws or regulations that require you to conduct business using paper or analog records?* *Components of departmental agencies may answer

“Yes" if this is handled by the department. Department Records Officers may answer “Yes” if this is handled at the component [eve!.

R R T T R s B Ve [ T R D e
1 X Yes 1 100%

! 2 X No o 0%

| 3 ¥ Do notknow L] 0%
] Total ) i 1

(82 Virapeer 0 R PR S S N i TR [ Ty T IR D T A ¥ L Resmnse L%
| 1 X Wet are raquired for ions with non-Federal entities (including the public) [} 0%
| 3 X Transactions are required to be conducted using paper / hard copy | S S ————— | 1 100%

4 X Agency is required to offer paper ! hard copy as an available option for ransactions 0 0%
I § X Otior, please be spocific: (= 1 100%
i 8 X Do notknow

7 X Comments: (Optional)
‘ [] x Wet are required for between Federal agencies

— A = d o

e T RNy :;v o e
Only for those that are ofd and not cost effective to digitize.

29. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 1223.16)
this is handled by the department.

- _f o ;'{Tm%"!'_f‘_ "" -‘_. DU vy ;;-‘;_:v T, :'L"_,'___r B

IR R IR

1 o Yes 100%
2 ¥ No 0%
3 3¢ Do notknow 0%

Total




30. How often does your agency review and update its vital records inventory? (36 CFR 1223.14)

1 + Annually
+/ Bi-annually
+/ Once every 3 years

2

3

4 ¥ Never
5 ¥ Do notknow
6

0 0%
0 0%
0 0%
0 0%
0 0%
1

Lt A 2 e e B
1 V Yes 1 100%
2 % No 0 0%
3 ¥ Do not know v} 0%
Total ]
L

X Yes

1

2 X No 0 0%

3 ¥ No, pending final approval 0 0%

4 3 No, under development 0 0%

5 X Do notknow 0 0%

| .EI;I__ Pap— — T e _.1___ — .
e Age Records U or and e FOIA

o Answer

1 X Are the same person

2 X Coordinate closely together
3 X Work together sometimes

4 X Never work together

Total




34. Are the Agency Records Officer and the FOIA Officer in the same office/division within your agency?

1

2

3 ¥ Do notknow L] %
| & X Agency Records Officer and the FOIA Officer are the same parson o 0%
I m—ease s === e e e e e ._____l_____ m—

¥

: |

2 ¥ Mostof the time o 0%

3 X Some of the Ume e ———— ] 1 100%

4 X Never 0 o%

5 3 Do natknow o 0%
£  Total 1 :

X Always
2 X Mosiof the ime o 0%
3 X Some of the time | 1 100%
4 X Never o 0%
5 ¥ Bo not know o %
Total s = S

37. At what point in the FOIA process does your agency inform requesters of the Office of Government Information Services’ (OGIS) dispute resolution services? (Choose all
that apply)

it g el N L

b4 un there Is an adverse determination

3 Wnen nolifying the requester that the agency needs more than 10 additional days to procass a request
X When responding to the requester's appeal

X Never

X Do notknow

3 Other, please explain

o
¥ Email
X Online partal
X U.S. mail
x Other, please explain

Total

s

Both email and online portal are used to release records under FOIA.

Qi N

X No
¢ Comiments: (Optional}

x Yes
X No
¥ Comments: (Optional]




41. Does your agency use your Records Management Self-Assessment scores to measure the effectiveness of the records management program?

X No
¥ Do notknow

¢ Comments (Optional): Please include in your comments how you use the Racords Managament Seli-Assessment.

43. Are records and information in your agency managed throughout the lifecycle [creation/capture, classification, maintenance, retention, and disposition] by being properly
identified, classified using a taxonomy, inventoried, and scheduled? (36 CFR 1222,34, 36 CFR 1224.10 and 36 CFR 1225.12)

2 o

3 + To some extent o 0%

4 3 Do notknow o 0%
Total 1

L ? ol =

 Yes, all rocords are easily retrievable and accessible when needed

1

2 / Mostracords can be ratrieved and accessed in a imely manner o 0%
3 +/ Soma records can be retrieved and accessed in a imely manner o 0%
4 X No o %
5 X Donotknow ] %

Totat 1

45. Does your agency disseminate every approved disposition authority (including newly approved records schedules and General Records Schedule items) to agency staff
within six months of approval? (36 CFR 1226.12(a))

o Yes
2 3 No
3 ¥ Do notknow

‘ Total 1

¢ Post o intemal webslte or other shared information location
¢ Memorandum or email notfication

X Updats training mataerials

3 Updals records policies and/or

¥ Other, please explain

¥ Yes
| [y % No ]
| 3 X Do notknow o 0%
1

Total




48, Which method(s) does your agency use? (Choose all that apply)

idetelf 55

1 X Regular surveys o 0%

] 2 % Regularinventories [ 0%

I X Records sile or audits of program offices —_— 1 100%

| 4 ¥ Work with program managers t identify new programs and related records [ =S —ae—ata | 1 100%
5 X Work with Privacy Officer and review SORNs (Systems of Records Notices) 0 0%
6 X Work with FOIA Officer 0 0%
7 X Records Lialson Officers nollfy Agency Records Officer of new record series e ——————— 1 100%
8 % Raquire use and annusl updaia of file plans [ ————— gy ar e 1 100%
9 X Participate In design and retirement of Information systams and note changes in records ] 0%
10 X Outreach and awareness [ 0%
" X Other. please explain [ 0%

T

Ey e

49. Does your agency have permanent records that are 30 years old or older that are located in agency office space, agency-operated records centers, and/or commercial
records centers? (36 CFR 1235.12(b) and M-12-18))

X No
X Do notknow

Total

50. Are you aware of the requirement to formally request permission from NARA to retain permanent records beyond that time specified in your agency’s NARA-approved
records schedules as outlined in 36 CFR 1235.14 and 1235.16?

R g o A FLAE T L Tl e
Ui mispeine

|z XNo 0 0%
3 « No -No records were elligible for Fansfer during FY 2017 0 0%
| 4 + No - New agency, records are not yot old enough 1o bansfer ] 0%
5 ,/ No - My agency does not have any permanent non-electronic records 1] 0%
| 6 % Danotknaw 0 0%
| 7 X Other, please explain ] 0%

Total 1

1 Yo [ ————— 1 100%
2 ¥ N 0 0%
4 ./ No - No electronic records/systems were eligible for transfer during FY 2017 [} 0%
5 ( No - New agency, slectronlc records/systams are not old enough 1o ransfer [} 0%
7 ¥ Do notknow Q 0%
8 3 Other, please explain ] 0%
9 + No - My agency does not have any permanent electronic records 1] 0%
SRl — = e e —— s ———— e = e — T

X Yes

X No

% Do notknow

¢ Notapplicable, ptease explain

Total

[Nt ppicabie, pleasa expisin L




54. What method(s) does your agency use to track its permanent records? (Choose all that apply)

N M L L R R e N O A T s T o e P e St parn & o 2 1 P BT L]
1 X Rely on Federal Records Center notifications [ ———————————— | 1 100%
2 3 Malntain an inventory [ e ] 1 100%
a X Database or other automated tracking e e | 1 100%
4 % Manual vacking p=———————— =] 1 100%
5 X Other, please explaln a 0%

T e e o e TR Y L € B =t S AT (B LTl AT At £ Rt SRR e e 2 .
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55. Does your agency conduct, and document for accountability purposes, training and/or other briefings as part of the on-boarding process for senior officials on their
records management roles and responsibilities, including the appropriate disposition of records and the use of personal and unofficial email accounts? (36 CFR 1222.24(a)(6)
and 36 CFR 1230.10(a & b))

8 ' Yes

9 ' Yes, but not documented o

10 X No 0 0%

" ¥ Do notknow o 0%

12 + Netapplicable. pleasa explain o 0%
Totat 1

56. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in on-boarding briefings or other processes for newly appointed senior
officials? {Not scored)

R 4 i v o2 R T P B L N D (o D S Do o 4 e M M B Ao e e (e B R R 1LY 2
1 X Yes - s 1 100%
H X No o 0%
3 X Do notknow o 0%

: Total 1

57. Does your agency conduct, and document for accountability purposes, exit briefings for departing senior officials on the appropriate disposition of records, including
email, under their immediate control? (36 CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b))

0 A R A T P J BT Reshoan e BT LE e i ) R
1 o Yes 1 100%
| 2 ' Yes, butnotdocumented o 0%
|
3 % No [ 0%
a4 X Do notknow o 0%
] « Notapplicable. please explain o 0%
Total 1 7

58. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit briefings or other exit clearance processes for departing senior
officials?

% .j:‘:\'k" BT -JT

= = S
100%
o %
3 X Do notknow ] 0%
Tol r g '

59. Does the exit or separation process for departing senior officials include records management program staff or other designated official(s) reviewing and approving the
removal of personal papers and copies of records by those senior officials? (36 CFR 1222,24(a)(6))

XY

2 3¢ No. please explain
3 X Do natknow
B Total




60. Does your agency store inactive temporary and/or permanent records in a commercial records storage facility ?

— —
A= .f):!c.».-‘lls" "'r

| 2
| 3 X Do notknow
e L el Ton) =
61. Does the facility comply with the standards prescribed by 36 CFR 12347
v S e R T, R X _ Respess
1 X Yes o
2 X No 0 0%
3 X Do notknow o 0%
Total o

62. Does your agency store inactive temporary and/or permanent records in an agency records center? (Note: This does NOT include agency staging areas and temporary
holding areas.)

: RO 5 POk
1 X Yes o 0%

2 X No [ st e 1 100%
3 X Do notknow o 0%
Total 1

1 X Yes ]

2 X No 0 0%

3 xDonolItnnw ] 0%
: == Tnul T B = | Rt e i o

3 ¥ Do notknow

-3 - B

Total

65. Does the staging or holding area(s) comply with the standards prescribed by 36 CFR 1234.10, 36 CFR 1234.12, and 36 CFR 1234.14?* *It is not required but encouraged
that staging or holding areas comply with 36 CFR 1234.

1 xas

o %

2 X No L] 0%

a X Do notknow [ 0%
T Totat v

66. Please estimate the volume of inactive temporary records, in cubic feet, that your agency is storing in a non-NARA storage facility. (A cubic foot is equivalent to one
records storage box.)

0%

| 1 X 0-1,000 o
2 % 1.000 - 5,000 [ %
3 ¥ 5000 - 15,000 L] %
4 ¥ 15,000 - 25,000 [ a%
5 X 25,000 - 50,000 0 0%
6 %, 50,000 - 100,000 [] %
7 X 100,000 - 250,000 ] 0%
8 % 250,000 or greatar 0 0%
Total 3 [




67. Please estimate the volume of inactive permanent records, in cubic feet, that your agency is storing in a non-NARA storage facility. (A cubic foot is equivalent to one
records storage box.)

| 1 3 0-1,000 ) 0%
[ 2 % 1,000 - 5000 0 o%
| 3 ¢ 5.000- 15,000 0 o
| “ % 15,000 - 25,000 ) o%
| 5 % 25,000 - 50,000 ) 0%
;l 8 % 50,000 - 100,000 ) 0%
l 7 ¢ 100,000 - 250,000 0 0%
| 8 > 250.000 or greater [} 0%
i Total 0

|-

E .
k] X Do notknow o 0%
l 4 X Not applicable, my agency does nat store records in the Federal Records Centars a %
! Total = y 52 1
L =

i
X Yes
 No, please explain
> Do notknow

Tetal

71. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and usability of agency electronic records maintained in
electronic information systems? (36 CFR 1236.10)

+ Yes
2 X No
3 3 Do notknow
4
5

,/ Not applicable, please explain
+ To some extent

Total

Natappkcablo, e

72. Does your agency have documented and approved procedures to enable the migration of records and associated metadata to new storage media or formats so that
records are retrievable and usable as Jong as needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR 1236.20(b}{6)}

W Yes

¥ No o

¥ Do notknow o

' No, pending fina! approval o 0%
o
1

L N

J No. under development

Total




73. Are records management staff involved in developing procedures to ensure that records are properly migrated from retired systems? (36 CFR 1235.20(b)(6))

i X u -
X No
X Do notknow

X Notapplicable, please explain

moE WM

3 To some extent

Total

R applicable, pieass axplain

74. Does your agency maintain an inventory of electronic information systems that indicates whether or not each system is covered by an approved NARA disposition
authority? (36 CFR 1236.26(a))

3 No, pleass explain
2 Do notknow

Total

75. Does your agency ensure that recards management functionality, including the capture, retrieval, and retention of recards according to agency business needs and
NARA-approved records schedules, is incorporated into the design, development, and implementation of its electronic information systems? (36 CFR 1236.12) *Components of
departmental agencies may answer “Yes" if this is handled by the department.

' Yes
¥ No, pleass explain
. ¥ Do notknow
+ Notapplicable, please explain

Total

X Yes

2 X To same extent 1] %
| X No.plaase explain o 0%
4 X Do notknow 0 %
5 X Nolapplicable, please explain o 0%

[ Total A= ] i 1

77. Which of these activities does your agency’s records management program staff participate in to ensure that records requirements are part of the recommended
solution? (Choose all that apply)

1 ¥ Participate In review and acceptance of propasals for new systems

—_—
2 X as in I 1 100%
k} X Participais as stakeholder in design phase ] %
4 X Partcipato as In phase testing the system 0 %
5 ¥ Provide sign off autharity for the implementaton of new systems 0 0%
6 3 Monor system for o policias, and = """ 1 100%
7 X Provide Information only [} 0%
8 X Do notknow 0 0%
] X Other, please explain (] 0%

X No, under development
3 Do notknow

Total

o
o 0%
o
1




79. Does your agency have protections against unauthorized use, alteration, alienation or deletion of all electronic records?

x al

1
i 2 X No 0 o%
| ] 3 To some extent a 0%
| 4 X Do notknow [] 0%
Total d

X To some extent
X Do notknow

Total

81. Does your agency comply with the requirements under Executive Orders 13526 and 13556 for managing classified and controlled unclassified information in systems that
contain electronic records?

1 1 100%

2 o 0%

3 ¥ To some extent a 0%

s % Do natknow L] %

5 X Notapplicable, not an executive branch agency o 0%
T __Tmal IS R 1

o
2 % No ] 0%
3 X Tosome extenl | S ————" 1 100%
4 3 Do notknow o %
| Total p '

. Does your agency have a digitization strategy to reformat permanent records created in hard copy or other analog formats (e.g., microfiche, microfilm, analog video, and
analog audio)?

|

i ;

| 3 % To some exient ] 0%

| 4 X Do notknow (] %

‘ Total 1 3

x Ys
X No
X Do notknow

Total

[Arswec
X Contentis printed and filed

X Contentis captured manually hrough periodic web snapshots
X Contentis automatically harvesied using specific tools

X Do natknow

X Other, please oxplain




86. Web content management includes: {Choose all that apply)

1 X dentification of record copy whether online or off-tine 0 0%
1 2 ¥ Wentfying the program office responsible for official record copy ] 0%
: 3 X Recards retenlion scheduting of web cantent o 0%
: 4 X Preservation of record copy In accordance with retention schodule o 0%
5 X Migration of content when website is updatad ¢ 0%
[ X Maintaining access throughout the life-cycle even if ramoved from the websile [ 0%
7 X capies as and applying disposition as needed 0 0%
8 ¥ Transfer of permanent web records o the National Archives [ 0%
9 X Cther, plaase explain ] 0%

a X Do notknow 0%

Total

L

1 X Email - )

2 X Administrative functions such as payroll, and financial o 0%
3 X Missioniprogram-related functions — e ] 1 100%
4 X Othaer, ploass explain o %
5 X Do notknow a %

N = ¥
Lt I‘t‘-i).:e.'*.-_\,-. -

S| SN PR I R A S

] k| X No —— 1 100%
4 3¢ Do notknow o %
Tl 1

90. Is the records management program and related requirements included in your agency's Information Resource Management Plan or an equivalent information
management plan? (OMB Circutar A-130, Managing Information as a Strategic Resource)

X Yes

2 X No
3 X Do not know
Total

91. Does your agency have documented and approved policies and procedures in place to handle email records that have a retention period longer than 180 days? (36 CFR
1236.22)

‘(\"ss

¥ No, pleass explain

3 Da notknow

Total

92. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer of permanent email records to NARA described in
NARA 2014-04: Revised Format Guidance for the Transfer of Permanent Electronic Records — Appendix A: Tables of File Formats, Section 9 -
Email, https://iwww.archives.govirecords-mgmt/policy/transfer-guidance-tables.html? (36 CFR 1236.22(e})

. 05 )

1

2 X No [ 0%

| 3 3 Do notknow ] 0%
[ Total 1




93. Do employees in your agency have more than one agency-administered email account? (NARA Bulletin 2013-03) * Examples of business needs may include but are not
limited to: Using separate accounts for public and internal correspondence Creating accounts for a specific agency initiative which may have multiple users Using separate

accounts for classified information and unclassified information

e TR e R SR e R s N PSR S F T Rosporse £ s T, PSR e Y
1 X Yes 1 100%

‘ 2 X No ] %

| 4 3 Do notknow ] 0%

‘ Total 1

94. Does your agency have documented and approved policies that address these types of accounts and that state that email records must be preserved in an appropriate

agency recordkeeping system? (36 CFR 1236.22)

[ 1 o Yes ——— ] 1 s00%

| 2 % No 0 0%
3 3 Do not knuw o 0%
] + No, pending Ginal approval L] 0%
5 +f No.under development ] 0%

| Total 1

a ¥ Do notknow 0%
Total

96. Does your agency have documented and approved policies that address the use of personal email accounts, whether or not allowed, that state that all emails created and
received by such accounts must be preserved in an appropriate agency recordkeeping system and and that a complete copy of all email records created and received by users

of these accounts must be forwarded to an official electronic messaging account of the officer or employee no later than 20 days after the original creation or transmission of
the record? (36 CFR 1236.22(b) and P.L. 113-187)

— { PR = ] ST TS AR fr o G T ~ e
e [V s e ey e e B e ey N o o e B B B D 0 3
1 o Yes [ =————— ! 100%
2z X No 0 0%
3 3 Do notknow o 0%
4 +' No, pending final approval o 0%
5 « No. under development o 0%
Tom! (PN 1

97. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure identification of the sender and addressee(s) for those

email messages that are Federal records? (36 CFR 1236.22(a)(3))

S AN ) R Ll e B B W o I R e S TR 0 e 15 N T T WS Rrpora 2 L O BT N S Mg e

1 o Yes i 100%
2 3 No [ 0% [
3 ¥ Do notknow L] 0%

T e e e ha = = :

98. What method(s) does your agency employ to capture and manage email records? (Choose all that apply)

i;..ra-.;;m P e L e e e e e e

1 ¥ Captured and storod In an emall archiving sysiem 0 0%
2 X Captured and stored in an records systam | S ——————— 1 100%
3 X Captured and stored as personal storage tablo {.PST) files o 0%
| 4 X Pnntand fie 0 o%
5 X Not captured and email |s managed by the end-user in the native sysiem 0 0%
‘ 6 ¢ Other, plsase be spacific 0 %

[ 3 = ¥ Jlc - el e e R s = o W P R AL LN NI N e sy
’_gm:mﬁ O S o o e e D R e R N

1 o Yes e ———— 1
| 2 * No o

3 X Do not know o 0%
‘ Total 1




100. How often does your agency evaluate, monitor, or audit staff compliance with the agency’s email preservation policies?

% Annually
2 ¥ Bl-annually 0%
3 X Once every 3 years 0%
4 X Ad hoc 0%
5 X Do notknow 0%

| Total

101. Which of the following has your agency chosen for retention scheduling of email?

¥ GRS 6.1. Email Managed under a Capsione Approanh 0 0%
2 ¥ Agency-specific schedule [} 0%
3 X Combination of agency-specific schedule and GRS 6.1 e il 1 100%
4 ¥ Emait retenlion has not been scheduled o 0%
B X Do natknow 0 0%
L3 X Other, please explain 0 %
Total : -
ﬁm‘,ﬁ:ﬂ el T’;‘ . .?‘." 1 .,_..' Q_;.' e __:T s =35 b Jad L oy W e P 1L ey .l TrEE el -_“’-' sl Fe
|

1
z 13
3 X Do notknow o 0%
4 X To some extant ]

Towt : 3

103. Is your agency able to prevent unauthorized access, modification, or destruction of emails?

2 jgg R '5_;:_—"_" R R Lo e e i e e Al e A D T e J
X Yes —_— ] 1 100%
2 X No [} 0%
3 ¥ Do notknow [ 0%
4 ¥ To soms extent o 0%

Totat T = T

104. Can your agency transfer permanent email records to the National Archives in accordance with agency records schedules or General Records Schedules and NARA

regulations and guidance?

R R T
1 X Yes
2 X No
3 X Do not know
4

X To some extent
Total 1

1 100%
2 X No 0 0%
3 ¥ Da notknow o 0%
Tow 1

106. Does your agency have an approved records schedule covering electronic messages including text messages, chat/instant messages, voice messages, and messages
created in social media tools or applications that meet the definition of a Federal record?

TR Y T
-

e RN 2, VAT ST T SO I

¥ No, pending final approval

2
3 X Do not know
4
5

X No, under development

Total 1




107. Does your agency have documented and approved policies and procedures in place to manage electronic messages including text messages, chat/instant messages,
voice messages, and messages created in social media tools or applications?

:. -7.._5‘, ‘:Amw-r > 7 = .,..— e "N ’ 3 % . T : ._... 5 -._- _-'-_'Bnr - o -~ TRIRE l-llspem. Ty — TP ]
1 ¥ Yes 0 0%
2 X No [t e—_— 1 100%
3 X Do notknow 0 %
4 ¥ Oter, please explain ] %
5 X No.pending final approval o %
B ¥ No. undar development [} %
O Tow 1

Xves

X No
3 X Do notknow o %
{ Total 1

X Please enler doflar amount {without the $ sign).

| 2 % Do notknow o 0%

3 ) Prefer natto answer e e ————) 1 100%
.4 X Not all records stafare L] 0%
[ Total = ey T 1

X, Ptease enter dollar amount {without the $ sign):

o
3 X Prefor notio answer ] 1 100%
1

| 2 X Do nat know
|
[ Totat

112. Records Management IT Systems and Electronic Records Storage:

7 =
| Answer

X Please enter dollar amount (without the $ sign}):
X Do notknow

X Prafer notto answer

Totat

| Answar

X Please entar dallar amount {without the $ sign):

X De notknow

X Prefer notlo answer

Total

{Plnaze smer doflar amount fwihet s §




114. Records Management Training:

£ S % A
1 X Please enter dollar amount (without the $ sign): - 0%
i 2 3 Do notknow 0%
| 3 X Prefer notto answer 100%
ol 1
Plasso anerdofir amount(wthout B SSEN:

7 B T TER———.

1 X Please enter dollar amount (without the $ sign):

e e e i i

2 > Do notknow

3 X Prefer notto answer

4 % Notapplicable [} 0%
5 X Please enter additional category here: (Please be specific) 0 0%

ere; (Please be specific)

e Pt

116. Comments: (Optional)

I | I .

S e e it

9

= . EN 5 S e S e s e P < et ]

g - ]
1. .x 500,000 or more FTEs S

2 3¢ 100,000 - 499,999 FTEs [ —————————————] 1 100%
3 X 10,000 - 99,999 FTEs 0 0%
4 ¥ 1,000 -9,999 FTEs 0 0%
5 3¢ 100 - 999 FTEs 0 0%
6 X 1-99 FTEs 0 0%
7 X NotAvailable 0 0%

 Total i A 1

R 417 (e S LR P BT R i e e T A S o S D o i

1 ¢ Senior Agency Official [ ——— | 1 . 100%
2 X Office of the General Counsel el 1 100%
3 ¥ Program Managers ] 1 100%
4 X FOIA Officer o —— S ———— | 1 100%
5 X Information Technology staff [ —— | 1 100%
6 X Records Liaison Officers or similar e ——————————— | 1 100%
7 X Administrative staff e e 1 100%
8 X Other, please be specific. [} 0%

[} X None 0 0%




119. How much time did it take you to gather the information to complete this self-assessment?

0
2 X More than 3 hours butless than 8 hours 1] 0%
3 X More than 6 hours but less than 10 hours 0 0%
4 ) Over 10 hours e —— | 100%

Total

3 X Do netknow o 0%

Total 1

Agency Records Officer

£ s 1 L = o 1!

SUMglxyns4UgB&Q_DL=0Vd0peWUYw4JCdf_3KSUMglxyi




127. Score

Mean Score 100.00

Score Standard Deviation 0.00
Weighted Mean of ltems 0.78
Weighted Standard Deviation of ltems 1.31

Items 128.00






